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DEPARTMENT OF GENERAL SERVICES
Records Mon*g*ni«nt Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHtOULE
MO- 1582

PACE
1 -of 2

University of Maryland Eastern Shore Human Resources
A««MCT 01 VI MOM

Item
No. Description Retention

PERSONNEL FOLDERS
Contains applications, appointment
letters, position description files,
payroll forms, reclassification requests,
data verification forms, probationary
forms, personnel transaction forms,
tuition remission forms, health insurance
forms, list of eligibles, grievance and
appeals files, TIAA-SRA applications, and
retirement forms.

< »
GENERAL CORRESPONDENCE

Alpha, subject, administrative and chron
correspondence of incoming, outgoing
correspondence, reports, memoranda,
statistics, programs, minutes, policy and
procedures.

SctofcU A*»»v«4 by <

rohln &&<&- \/PQJU
Tlria

SdieAileAMltMrtiaaW

^ 9 1993

Office to retain
material in paper
form for 3 years
after termination
of employment.
After 3 years,
material to be
microfilmed for

retention in UMES
archives for 25
years, then
destroyed.*

Office to screen
annually and
destroy material
for which no
further reference
is required.
Material having
continuing
administrative,
legal, fiscal or
historical value
to be microfilmed
for retention in
UMES archives for
25 year period,
then destroy.
Material
(directives,
policies) that
relates to
development of
agency should be
retained

UM ES archives.*

guJLc/irff*
o«*» Slat* Afd»l«»»
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RECORDS RETENTION ADO DISPOSAL SCHEDULE
(CONTINUATION SHKKT)

SCHIfWLE
M°- 1582

MO.
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i tern

No. Description detention

3.

*IF

Payroll Records and Financial
Records
Journals
One Pay Certification cards
Stop Payment
Check Cancellation
Refund files

Master Exceptions
Check Register
W2
Labor
Savings-Bond Material
Journal Vouchers, Payroll Transfers,
and Other Forms of Internal
Adjustment

UMES ARCHIVES ARE NOT AVAILABLE. MATERIAL FOR

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then Office of
Record to
destroy.**

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then Office of
Record to destroy
(Annapolis Payroll
has permanent
retention).

PERMANENT RETENTION WILL
BE TRANSFERRED TO STATE HALL OF RECORDS IN ANNAPOIIS AND MATERIAL WITH
LIMITED RETENTION PERIOD (5-25 YEARS') WILL BE TRAJS SFERRED TO THE STATE
ARCHIVES FACILITY IN JESSUP.

**UNTIL AUDIT REQUIREMENTS HAVE BEEN FULFILLED MEJNS THREE YEARS FOR STATE
RELATED DOCUMENTS,. THREE YEARS FOR NON-MONETARY FEDERAI
THREE YEARS FOR MONETARY FEDERAL RELATED DOCUMENTS

)OCUME1
UNDER $25.000. AND 6

YEAES THREE MONTHS FOR MONETARY FEDERAL RELATED DC CUMENTS OVER $25.000.

t



INSTRUCTIQMS - -TYPE OR PRIKT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

{WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX Z78

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or

1 DEPARTMENT/AGENCY

University of Maryland. -Easte

2. DIVISION

:n, Shore

S. UNIT

Human Resoury.s
DEF IN IT I ON •RECORD SERIES'* °"OU* O r MLATED RECORDS NORMALLY FILED AMD UIID AS A UNIT FOR

REFERENCE AS BELL AS RETENTION AND DISPOSITION rUBIHIggi •

A. RECORD SERIES TITLE

PERSONNEL. FOLPERS

5. EARLIEST YEAR/LATEST YEAR

1970 TO Present

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE TKK TYFES OF
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE TMK PURPOSE OR FUNCTION OF THE SERIES)

Contains applications, appointment Letters, position, description files,, payroll foms
l^lTlflC^1On r e ? u e s t s ' *** verification, foms, probationa^ forms oerSnnel '
t ransacts forms, tuition remission forms, health insurance foms list of^Saiblec
grievances and appeals fi>s, TIAA-SRA. appl.i.ations,: and^etirSSt fbr^s S ^ l l * e s '

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

GAL SIZE D COMPUTER TAPE

BOOK D FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME cabinets
2U a. F 1 L E •pHKWERTS)

• MICROFILM REEL(S)
O COMPUTER TAPE(S)
• OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION
4 RF1LE DRAWER(S)

• MICROFILM REEL(S)
KTSBSHT ° COMPUTER TAPEI S )

II FILE IS USED

& DAILY O WEEKLY D MONTHLY

12> FILE BECOMES INACTIVE AFTER

25 Q MONTH(S) (^YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Admin. Building, tlffiS

M . IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YTS, 8FKCIFY /.OCNCT OR OFFICE)
a YES @XNO

I S . ACCESS RESTRICTIONS • YES C^NO
( I F Y K S , C I T K L A « ( S ) A R K O U U A T I O N ( S )

1 6 . AUDIT REQUIREMENTS

£ NONE a STATE • FEDERAL D INDEPENDENT

17 IS AN INDEX SYSTEM USEDT (tr YII.KXPLAIN

BRIEFLY AKO DBSCRIBK ANY HAROBARE./SOFTWARE)

D YES & NO

18. RECOMMENDED RETENTION

Retain, in, paper- form-, for three years
' a ^ e r terr̂ xnatibn of employment. After
which., microfilm: for permanent retention
in UMES archives for 25 years, then destroy!

19. NAME AND TITLE OF PREPARER

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

*llo-(9S\- 19>^>Q

21 . DATE

ĉ / Off?}



I NSTRTJCT 1 QMS - • TYPE OR PRINT A

I SEPARATE FORM FOR EACH NEW OR
'REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(odfcso-i)

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEPARTMENT/AGENCY

University of Maryland Easterr

2. DIVISION

Snore

3. UNIT

Human, Resources

DEFINITION •RECORD SERIES** O R O U* Or M U A T H D RECORDS NORMALLY FILED AND UtBD AS A UNIT FOR
REFERENCE AS IEU. AS RETENTION AND DISPOSITION PUHMBgl •__

4. RECORD SERIES TITLE
General Correspondence

8 . EARLIEST YEAR/LATEST YEAR
1QQ? TO 10Q7

«. RECORD SERIES DESCRIPTION (B"llrPl-r DESCRIBE THE TYF-ES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE FURFOSE OR FUNCTION OF THE SERIES)

Alpha, subject, administrative and chron. correspondence of incoming, outdoing
correspondence, reports, memoranda, statistics/programs, minutes, policy and
procedures. " ^ ' * v

7. RECORD SERIES FORMAT!S)

& LETTER SIZE • MICROFILM

iGAL SIZE • CCMPUTER TAPE

BOOK Q FLOPPY DISK

d AUDIO TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

OC ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

». VOLUME

10 &FILE DRAWER(S)
• MICROFILM REEL(S)
d COMPUTER TAPE(S)
a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
2 t^FlLE DRAWER(S)

• MICROFILM REEL(S)
KCBBtTra COMPUTER TAPE(S)

O ceruetn s p c r i r y i
I II FILE IS USED

H DAILY Q WEEKLY O MONTHLY

1Z* FILE BECOMES INACTIVE AFTER

X °MONTH(S) gYEAR(S) 1

13. CURRENT LOCATION(S) (BLD6..FLOOR.ROOM)

Adidn. Blag., IKES
14. IS RECORD SERIES DUPLICATED ELSEWHERET

ttP VCB, SF-ECIFY /.OEKCY OR OFFICE)

x YES JNO

IS. ACCESS RESTRICTIONS • YES K NO
(IP YES, CITE LAB(s) A RKOUUATION ( S)

16. AUDIT REQUIREMENTS

t^NONE D STATE 0 FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDSAREZ SOFTWARE) 18. RECOMMENDED RETENTION M

a YES c& NO
Screen, anpu^lly. and destroy^ material haying ̂
value. Valuable material, to ••be microfilmed
for retention in UMSS' archives for 25 yrs.
then, destroyed.' Policies pertaining to
development, of agency, to be retained' •
permanently in UMES' archives.

19. NAME AND TITLE OF PREPARER

DCS 530-4 (REVISED 2/87)

20. TELEPHONE NUMBER

V/Q ~Qr i- (9>^Q

2 1 . DATE

ĉ / Ochn



IMSTRUCT1QMS- -TYPe OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
|wtTH_RECORDS RETENTION SCHEDULE

k»O-l)

1. DEPARTMENT/AGENCY

University of Maryland Eastern

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P.O.

Shore Human. Resources

AGENCY RECORDS INVENTORY

DEFINITION-RECORD SERIES-A GROUP OP RELATED RECORDS NORMALLY ft LSD AND USED AS A UNIT FOR
REFERENCE AS W U . AS RETENTION ANO DISPOSITION m » M i M •__

A. RECORD SERIES TITLE

Payroll Records and Financial. Records
8. EARLIEST YEAR/LATEST YEAR

1990 TO 1993

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES Of IN FORMA,T I ON /DOCUMENTS /FORMS FOUND
IN THE SERIES. INCLUDE TMK PURPOSE OR FUNCTION OF TMK IBRIES)

Journals, One Pay cards, stop payments, check cancellations, refund' files
master exceptions, check register, W2, labor, :savings bond material/journal vouchers, payrol
transfers.

7. RECORD SERIES FORMAT(S)

dvLETTER SIZE • MICROFILM

pOAL SIZE O COMPUTER TAPE

"BOUND BOOK a FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME Cabinets
3 3CF1LE DRAWSRfS)

• MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U M B K* a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

2 ^ F l l - E DRAWER(S)
• MICROFILM REEL(S]

NuMhfcH Q COMPUTER TAPE(S )
O rwrvigpi cpcr i rv \

II . FILE IS USED

9. DAILY ° WEEKLY O MONTHLY

>Z* FILE BECOMES INACTIVE AFTER
3 O MONTH(S) IXYEAR(S)

13. CURRENT LOCATION! S) ( BUDG. .FLOOR.ROOM)

Admin. Building, Ut-ES
14. IS RECORD SERIES DUPLICATED ELSEWHERE!

ttP YtS, BFKCIFY /.OKNCY OR OFFICE)
a YES J? NO

IS. ACCESS RESTRICTIONS O YES KNO
(IF VKS, CITK LAW(S) * RKOUI_*TION(S)

I«. AUDIT REQUIREMENTS

Q NONE CKsTATE H FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF VKS.EXPLAIN
BRIEFLY ANO DESCRIBE ANY HARDSARE/SOFTWARE) IB. RECOMMENDED RETENTION

a YES S NO
Retaiii. fpp 3 years and: until all audit,
requirements have. been met. 7^^//

19. NAME AND TITLE OF PREPARER

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

V/g ~GTI- U^o

2 1 . DATE

41 Poh>


